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Encl: (1) Merit Staffing Procedures

1. Purpose. To establish policy and procedures to be used in pronotion and
i nternal placenent of applicants in accordance with reference (a).

2. Cancellation. NAEC NST 12335. 1A

3. Scope. Al Naval Air Systems Team (NAST) civilian positions in the
conpetitive service and positions which are tenporarily in the excepted
service (Veterans Readjustnment Appointnments (VRAs), enployees with
disabilities, etc.) located at, or organizationally assigned, to the Naval Air
Engi neering Station (NAES), Lakehurst, and all tenants serviced by the Human
Resources Ofice (HRO. Excepted are senior executive service positions and
GS- 16 and above. Provisions of negotiated agreenments supplenment this
instruction, for enployees covered by the agreenent.

4. Action. Merit Staffing is but one neans of filling a vacancy. Managers
may elect to fill positions via Merit Staffing or other recruitnent
alternatives as outlined in this instruction. The HROw Il assist nmanagers,
supervisors, and enployees in follow ng the procedures of enclosure (1).

5. Review. The Lakehurst Human Resources Oficer will reviewthis
instruction annually and revise as necessary ensuring fulfillnment of
bar gai ni ng obl i gati ons.
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NAVAI RENGSTAI NST 12355. 1B

MVERI T STAFFI NG PROCEDURES

1. Merit Staffing Policy

a. The Merit Staffing Program provides a nethod to neet staffing
needs in a tinely fashion, ensuring that enpl oyees receive fair and
appropriate consideration for advancenment and devel opnent al
opportunities, and affordi ng managenent the flexibility to staff
positions from many sources as long as nerit requirenents are net.
Merit staffing is but one means of filling a vacancy and managenent,
within applicable |aws and Government-w de regul ati ons, has the right
to determ ne the nmethod by which vacant or newly established
positions will be filled. Managenent may al so cancel a position even
if action has been initiated to fill the position.

b. Oher neans may be used concurrently with, or to the
exclusion of, the Merit Staffing process. Those nethods include
repronoti on, change to | ower grade, reassignnment, transfer
reinstatenment, original appointnment froman Ofice of Personne
Managenent (OPM register of eligible candidates or use of various
excepted appointing authorities. All actions are subject to the
provi sions of the Department of Defense’'s (DoD) stability of civilian
enpl oynent program

c. Selections and all actions leading to selections will be made
in accordance with nmerit principles and Equal Enpl oynent Opportunity
(EEOQ) principles and shall be based on job rel ated reasons.

d. The provisions contained in this instruction will remain in
effect until revised or superceded by agency-w de aut omat ed
procedures for staffing positions. Such automated procedures will be

i npl ement ed when directed by the Departnment of the Navy (DoN)

2. Definitions

a. Accretion of Duties. Pronotion of an enployee resulting from
the enpl oyee’ s position being classified at a higher grade because of
addi tional duties and responsibilities.

b. Activity. For purposes of this instruction, activity means
the el enents of the Naval Air Systens Team (NAST) |ocated at, or
organi zational |l y assigned to, the Naval Air Engineering Station,
Lakehur st .

c. Advisory Selection Panel. A group of persons know edgeabl e
about the position, appointed by the selecting official or his/her
desi gnee whose duties are to review applications and interview
certified candidates for a vacant position, and make reconmendati ons
to the selecting official. Panel nmenbers will be at or above the
Ful | Performance Level (FPL) of the position being filled. One
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NAVAI RENGSTAI NST 12335. 1B

menmber will be designated to serve as the EEO representati ve.
Exceptions to the provisions stated will be subject to approval of
t he Lakehurst Human Resouces O ficer.

d. Affirmative enploynent. Specific efforts designed to correct
the effects of past discrimnation and to achieve the goal of a
wor kf orce that represents our nation’s diverse popul ati on.

e. Affirmative Enploynment Plan. A plan outlining specific
objectives which will facilitate correction of the effects of past
di scrimnati on and achi eve the goal of a workforce that represents
our nation’s diverse popul ation.

f. Appointable. Career or career-conditional enployees,
tenporary/term enpl oyees with reinstatenent eligibility, tenporary/
term enpl oyees with Veteran s Readjustnent Appoi ntnment (VRA)
eligibility (if GS/W511 or bel ow) and enpl oyees serving under VRA.

g. Areas of Consideration. The area of consideration is a
geogr aphi c and/ or organi zational area in which it is expected that
sufficient nunmbers of high quality candi dates may be | ocat ed.

h. Best Qualified. Conpetitively evaluated candi dates who rank
hi gher than ot her conpetitively evaluated applicants and who also are
certified to the selecting official.

i. Career Ladders. A career |adder is a recognized progression
within a major occupational group. The purpose of career |adders is
to clarify for enployees and managers the normal progression that may
occur within major occupational groups within a particul ar conpetency
or throughout the activity. The existence of a career |adder does
not guarantee that such progression will occur. Pronotions up to the
Ful | Performance Level (FPL) of the career |adder will be based on
managenent’s determ nation that the enpl oyee can successfully perform
at the next higher grade level. Mnagers may consider the use of a
devel opnental plan to outline the duties/acconplishnments required for
advancenent to the next level. The entry grade level into the
occupational group may vary dependi ng upon the qualifications of
avai |l abl e applicants, organizational needs for varying | evels of
performance, and duties to be assigned.
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NAVAI RENGSTAI NST 12335. 1B

j. Change to Lower Grade. A personnel action that noves an
enpl oyee to a position at a | ower grade when both the old and new
positions are under the general schedule, or under the sane wage
grade schedul e or an action that noves an enployee to a position with
a |l ower representative rate when both the old and the new positions
are under different wage schedules, or in different pay categories.

k. Commuting Area. The geographic area in which a person can
reasonably be expected to travel to and fromwork on a daily basis.

|. Conpetency. A conpetency is a mjor organizational el enent
of the NAST consisting of the people, processes, and facilities
dedi cated to particular technical or business discipline(s).

m  Concurrent Consideration. The consideration of qualified
eligible candi dates from sources outside the nerit staffing process.

n. Crediting Plan. A witten plan for evaluation of candi dates’
Know edge, Skills, and Abilities (KSAs).

0. Detail. The tenporary assignnent of an enployee to a
different position for a specified period with the enpl oyee returning
to his/her regular duties at the end of the detail. Wile detailed,
an enployee still officially occupies his/her permanent position of
record.

p. Eligible/Qualified Candidates. Those applicants who neet the
m ni mrum qual i fications requirenents including any sel ective placenent
factors or screen-out elements for the position to be filled, and al
| egal and regul atory requirenments.

g. Equal Enpl oynent Opportunity. The right of all people to
apply for and be considered for job opportunities without regard to
non-nerit factors (i.e., race, national origin, color, religion, age,
sex, nmental or physical disability, or reprisal for participating in
t he EEO process).

r. Evaluation Factors. Specific KSAs identified through
job/task analysis, which a person should possess in order to
successfully performthe duties of the position to be filled. They
are used to distinguish the best qualified candi dates through the
rati ng process.
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NAVAI RENGSTAI NST 12335. 1B

s. Full Performance Level. The grade which depicts an
i ndependent | evel of operation for a particular occupation. Factors
that are considered in determning the full performance |evel are the
nature of the organization, the work perforned, and the way work is
structured.

t. Non-conpetitive candi dates. Those whomthe activity has the
authority to select w thout evaluation and conpetition.

u. Promption. The change of an enployee to a position at a
hi gher grade level within the sane classification system and pay
schedul e or to a position with a higher representative rate in a
different job classification systemand pay schedul e.

v. Ranking of Candidates. The process of arranging eligible
candi dates relative to each other in accordance with their nunerica
ratings.

w. Rating Panel. A panel appointed by selecting officials to
evaluate, rate and rank eligible candi dates, determ ne the best
qualified and docunent the process. Panel nenbers will be at or

above the FPL of the position to be filled. One nmenber will be
designated to serve as the EEO representative. Exceptions to the
provisions stated will be subject to the approval of the Lakehurst
Human Resources O ficer.

X. Reassignnment. The change of an enpl oyee from one position to
anot her wi thout pronotion or change to | ower grade through an
of ficial personnel action.

y. Reinstatenent. Reenploynment in the conpetitive service based
on an appoi ntee’s previous service under a career or career-
condi ti onal appoi ntnent.

Z. Rel ati ve. Fat her, nother, son, daughter, brother, sister,
uncl e, aunt, first cousin, nephew, niece, husband, w fe, father-in-
| aw, nother-in-law, son-in-law, daughter-in-law, brother-in-Iaw,
sister-in-law, stepfather, stepnother, stepson, stepdaughter,
st epbrother, stepsister, half-brother, or half-sister.

aa. Representative Rate. A rate used to determ ne the nature of
the job change (pronotion, change to | ower grade, or reassignnment)
where different kinds of pay schedules are involved, (e.g., Wsto
GS). The representative rate is the established rate on a single
rate
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schedule (i.e., the second step of a five-rate regular wage schedul e)
in the local area to which enployee is being changed and the fourth
step on the ten-step base pay general schedule rate (before locality

pay) .

bb. Screen-out Elenment. A critical, overall elenent for which
federal wage system applicants nust attain a prescribed rating to be
basically eligible.

cc. Selection Certificate. The al phabetical listing of best
qualified applicants which is referred to the selecting official.

dd. Selective Placenent factors. KSAs which are required to
establish basic eligibility for a position.

ee. Selecting Oficial. The individual authorized to nmake a
sel ection for the position being filled. No individual may serve as
a rating panel menmber and selecting official for the sanme vacancy.

ff. Subject Matter Expert. A person who is know edgeabl e about
the duties and responsibilities of the position being filled.

gg. Summary Ranking Factor. KSAs which include all of the
essential requirenments of a position conbined, e.g., “ability to do
the work of the position with normal supervision”.

3. Coverage. Conpetitive procedures nust be applied to:

a. Pronotions (unless covered by an exception in paragraph 4.
bel ow) .

b. Reassignment or change to |ower grade to a position with nore
pronotion potential than the enpl oyee’s current position or any
position permanently held in the past.

c. Tenporary pronotions exceeding 120 days (unless to a grade
equal or less than a grade previously held on a permanent basis).
Prior service under all temporary pronotions and details to a higher
graded position during the previous 12 nonths counts towards this
[imtation

d. Details of nmore than 120 days to a hi gher graded position or
a position with known pronotion potenti al.

e. Reinstatenent to a position at a higher grade or with higher
pronotion potential than any position previously held on a permanent
basi s.

f. Selections for formal training progranms |eading to a
pronotion, such as upward nobility.
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4. Exceptions. A pronotion may be made as an exception to
conpetitive procedures in the follow ng situations:

a. The pronotion of an enpl oyee whose position is classified to
a higher grade level due to accretion of duties. Pronotions under
this exception nust nmeet the following criteria:

(1) The major duties of the enployee’'s old position are
absorbed into the new position and the forner is cancel ed;

(2) The new hi gher graded duties are directly related to the
primary purpose of the old position;

(3) The new position has no known pronotion potential; and,

(4) The additional duties do not adversely affect another
encunbered position.

b. Promptions resulting fromthe application of a new
classification standard or correction of a classification error.

c. Pronotions where the enployee was originally sel ected under
conpetitive procedures and it was made known to all applicants at the
time of conpetition that the initial selection could |ead to further
pronotion. This includes the initial conversion and subsequent
pronotion of students in cooperative education prograns, and career
| adder pronotions.

d. Tenporary pronotions of not nmore than 120 days.
e. Details of not nore than 120 days to hi gher graded positions.

f. The reinstatenent, transfer, or pronotion of an enpl oyee up
to the highest grade previously held on a permanent basis under
career or career-conditional appointnment, provided the enpl oyee was
not denoted or separated fromthat grade because of deficiencies in
performnce or conduct.

g. The reinstatenent, reassignment, pronotion or change to | ower
grade (including transfers) to a position having pronotion potenti al
no hi gher than the pronotion potential of a position previously held
on a permanent basis in the conpetitive service (except when renoved
therefrom for performance or m sconduct).

h. The selection of an enpl oyee who did not receive proper
consideration in a prior pronotion case due to a procedural,
regul atory or program viol ation.

i. A position change permtted by reduction-in-force
regul ati ons.
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j. Permanent pronotion to a position held under tenporary
pronoti on when originally nmade under conpetitive procedures and the
possibility of permanent action was identified in the vacancy
announcenent, listing or recruiting bulletin.

k. Movenent between federal wage system and general schedul e or
vice versa when the position to which the enpl oyee is being assigned
has the same or |ower representative rate as his/her current
position. A “pronotion” under this paragraph is a technica
pronotion only and results because of paysetting policies.

5. Tenporary pronotions

a. Tenporary pronotions nmay be used in situations requiring the
tenporary service of an enployee in a higher graded position for nore
than 30 days. Tenporary pronotions for periods of |ess than 30 days
will not be nade. Tenporary pronotions mainly for the purpose of
training or evaluating an enpl oyee in a higher graded position are
prohi bited.

b. Tenporary pronotion actions nay be nmade non-conpetitively if
the same action could be taken non-conpetitively on a permanent
basi s.

c. The duration of a conpetitive tenporary pronotion initially
may not exceed a specified period of up to five years. |If the
situation warrants, extensions are permitted only with prior OPM
aut hori zation. |If the initial length of the tenporary pronmotion is
|l ess than five years, it may be extended up to five years w thout
further conpetition.

d. A tenporary pronmotion will autonmatically term nate on the
specified date unless it is extended. However, nmanagenent may
term nate a tenporary pronmption at any tinme prior to the not to
exceed date.

6. Prior Consideration

a. Before taking action to fill a vacancy, certain enpl oyees
must be offered prior consideration. Paragraphs a(l), a(2) and a(3)
bel ow require consideration only, not selection. Paragraph a(4)
contai ns mandatory placenent provisions for individuals in certain
situtations, and will be used when required.

(1) Enpl oyees under grade or pay retention with the sane duty
station as the vacancy. Such consideration does not extend to
enpl oyees who accept a change to | ower grade to enter fornal
devel opnental positions or to those who accept change to | ower grade
as a result of solicitation for a hard to fill position.

(2) Enpl oyees who did not receive proper consideration for

pronotion in a prior case due to procedural, regulatory or program
vi ol ation.
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(3) Enpl oyees who are receiving conpensation fromthe Ofice
of Worker’s Conpensati on Program and who are nedically qualified to
wor k.

(4) Priority Placenment Program (PPP) registrants, as
appropri ate.

7. Procedures for Filling Conpetitive Vacanies

a. Vacancies which may be filled subject to the competitive
procedures of this instruction will be publicized through the use of
vacancy listings or individual announcenents. The closing date will
be specified in the announcenents. Announcenents will remain open
for a mninmmof 7 cal endar days. The announcenment wi Il include any

terms and conditions associated with the position. Applications nust
be received or postmarked by the closing date of the announcenent.

b. Open continuous registers my be maintained for those
occupations and |levels for which there is a recurring need for
candi dates. Vacancy announcenents for the purpose of establishing
such registers will clearly specify the purpose and tinmefranes.

c. Candidates eligible for non-conpetitive selection or
conpetitive appointnment from OPMregisters or direct hire authorities
may be referred concurrently with pronotion candi dates or at any
point in the nerit staffing process.
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d. For difficult to fill positions, other nethods such as paid
adverti sement in newspapers and other sources may be used to
suppl ement the issuance of a vacancy announcenent where it is
bel i eved that such action may produce high quality candi dates. The
recruiting conpetency will pay for the advertisenent(s).

e. The area of consideration, wthin budgetary constraints and
cost effectiveness, nust be sufficiently broad to ensure the
availability of high quality candi dates, to meet organizationa
objectives, and to provide for successful acconplishnent of
Affirmati ve Enpl oynent Pl an objectives. The area of consideration
may be descri bed geographically and/or organizationally. The m ninmum
area of consideration will be a Level 2 conpetency at a geographic
| ocati on.

f. Regardl ess of the stated area of consideration, activities
must accept applications from spouses of relocating active duty
mlitary nmenbers and DoD civilian enpl oyees fromthe 30 days
precedi ng through six nonths follow ng their sponsors’ relocation to
the activity s comuting area.

g. The area of consideration may be extended when the initial
area has not produced a sufficient nunber of high quality candi dates
and/ or the selecting official does not choose to nmake a sel ection
fromthose available. This wll be acconplished by reannounci ng or
anmendi ng the original announcenent.

h. Vacancy announcenents with an area of consideration
extendi ng beyond the Lakehurst conmuting area will include a
statenent indicating whether or not Permanent Change of Station (PCS)
expenses wi |l be paid.

8. How to apply:

a. The vacancy announcenent will specify the application
pr ocedures.

b. Enployees on official |eave, travel or absent because of
conpensable injury may file a |l ate application for vacancies
advertised while he/she was absent provided a certificate has not
been issued. An extension will be granted only for the number of
days for which the enployee’ s |eave/travel/absence overl apped with
t he open
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period of the announcenent. The conpl ete application nust be
submtted by the candidate prior to i ssuance of the selection
certificate.

c. Persons serving under Schedul e A appointnments based on
disability are not eligible for consideration under the conpetitive
staffing process. However, appointable candi dates who apply and are
qualified will be referred separately to the selecting official for
consideration. |If selected, the position would becone excepted for
the duration of the incunbency period or until conversion of the
enpl oyee to a career or career-conditional appointnent.

d. The followng constitutes the basis for non-consideration of
an application:

(1) It is froma non-status candi date.
(2) It is outside the area of consideration.

(3) There is not enough information upon which to make a
qgualifications determ nation

(4) It is filed untinely. Applications nust be received or
post marked on or before the closing date specified in the
announcenent .

(5) The applicant does not indicate availability for the
conditions specified in the announcenent.

9. Determining Basic Eligibility

a. Applicants nmust neet mninmum qualification requirenents
prescribed by OPM as of the closing date of the announcenent.
Applicants for open continuous registers nust neet the requirenments
at the tinme applications are submtted.

b. Selective placenent factors may be used when they are
essential for satisfactory performance in the position to be filled
and represent an addition to the basic qualifications standard for a
position. As such, they constitute a part of the m ni num
qualification requirenents. The selective placenent factor required
for any single position will be listed in the vacancy announcenent.
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c. A selecting official may request selective factor
certification when requesting eligible candidates from a broad-based,
open continuous announcenent used for filling a variety of positions,
or when the duties of a position require particular qualifications
not required for other positions with a sinmlar title. The
requi rements nust be job-related and reflected in the official
position description.

d. Any additional regulatory requirements specified in the
vacancy announcenent (such as drug testing, security requirenents,
physical requirenents, etc.) nust be net before selection is
finalized.

e. Candidates eligible for non-conpetitive selection will be
referred separately from conpetitive candi dates. They may be
referred at any point in the process. Candidates eligible for non-
conpetitive selection will not be rated and ranked.

10. Eval uation of Conpetitive Candi dates

a. The evaluation nethod to be used will be determ ned by the
selecting official. Applicants to be conpetitively evaluated will be
rated by either a Human Resource Advisor, a subject matter expert
appoi nted by the selecting official, or a rating panel. In addition,

separate procedures may be used for eval utaion when there are ten or
fewer eligible candidates for a position.

b. When there are ten or fewer eligible candidates for a
position, they will be screened for basic qualifications, including
any selective factors. (Qualified candidates will then be rated to
di stingui sh best qualified candidates fromthose who only neet
m ni mrum qual i fication requirements. For this purpose, a sunmary
ranki ng factor nmay be used to determ ne the best qualified
candi dates. To be considered best qualified a candi date nust score
at least 3 on a 4 point scale or 3.5 on a 5 point scale. Selections
must be nmade only fromthe best qualified group. |If there are no
best qualified candi dates and further expansion of the area of
consideration is inpractical, the selecting official may then
consi der candidates in the qualified group.

c. \Wen there are nore than ten eligible candidates for a
position, they will be evaluated and rated based on the KSAs
identified in the announcenent.

d. Evaluation nmethods used in the nerit staffing process nust be
based on a job analysis to identify the KSAs that are inportant for
successful performance in the position.

e. Information concerning the degree to which applicants possess
the KSAs required on the job is obtained fromthe follow ng sources:
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(1) Evaluation will be made of the type and quality of
experience the candidate has in relation to the requirenents of the
position being filled.

(2) Training, self-devel opment and outside activities will be
consi dered when they would i ncrease the enpl oyee’ s potential for
effective performance in the position being filled.

(3) Qualifications denonstrated or inplied by the candi date’s
awards will be assessed in terns of their bearing on the requirenents
of the job being filled.

(4) If applicable, denonstrated support of EEO prograns w ||
be consi dered.

(5) Annual performance appraisals will be used to the extent
that the information is pertinent to the KSAs specified in the
vacancy announcenent.

11. Certification Procedures

a. Certification of conpetitively eval uated candi dates will be
restricted to those rated best qualified.

(1) When there are ten or fewer eligible candidates, al
candi dates identified as best qualified in accordance w th paragraph
10(b) will be certified.

(2) When there are nore than ten eligible candidates, up to
ten candidates (plus ties) will be certified, provided they have an
average score of 3.5 on each KSA on a 5 point scale. If a 4 point
scal e is used, candi dates nust have an average score of 3.0 on each
KSA.
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b. When a DoD nmilitary spouse preference eligible who has been
referred fromthe PPP, is identified by the conpetitive eval uation
process as ampong the “best qualified”, certification will be
restricted to the mlitary spouse(s) and to non-conpetitive eligibles
as pernmtted by the PPP

c. Certified candidates will be referred in al phabetical order.
Selecting officials wll be given all available pertinent information
on certified candidates.

d. Certificates established under previous announcenents may be
used for subsequent, essentially identical, vacancies within 180 days
of the original date of the certification.

12. Sel ecti on Procedures

a. The selecting official will be entitled to select or non-
sel ect any certified candidate. Each candi date nust be given ful
consi deration and sel ecti on nust be based on who will best fill

managenent’s needs in terns of the goals of the organization
including affirmati ve enpl oynent and equal opportunity.

b. Selecting officials may elect to interview all or none of the
conpetitive candi dates certified. Wen interviews are conducted, the
selecting official or his/her designated representative shall ensure
all interview questions are job related. Advisory selection panels
may be used to conduct interviews at the discretion of the selecting
of ficial.

c. Nepotism The supervisor and other officials are prohibited
fromparticipating in the rating, ranking, or selection process if a
relative is under consideration, and they may not advocate the
sel ection of a relative.

(1) Advocating would include referring an application of a
relative for consideration for enploynent or pronotion.

(2) If a panel is used, all nenbers of the panel are
considered to be “officials” regardl ess of whether they occupy a
supervi sory position.

(3) When a relative is under consideration, a selecting
of ficial must disqualify hinself/herself and the selection nust be
exerci sed at the next higher level in the chain of comrmand.

d. \When selection is conpleted, the selecting official will sign
and forward the certificate to HRO The selecting official my
return a certificate wi thout making a selection and may request
reopeni ng of the announcenent, expansion of the area of
consideration, recruitnent from other sources or cancellation of the
action.
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e. Actual selection is a managenent decision made i n accordance
with this procedure. Wile selecting officials are encouraged to
provi de feedback when requested, they are not required to justify
t heir selections.

13. Notification to Applicants

a. Candidates who are rated ineligible will be notified by HRO

b. The selected and non-selected individuals will be notified by
the HRO as soon as possible after the selection is made.

14. Rel ease of Enpl oyees

a. Selectees for pronotion or other conpetitive action |eading
to a higher FPL will be released within one pay period follow ng the
date rel ease is requested.

b. Selectees for non-conpetitive actions wll normally be
rel eased within one pay period following the date release is
requested. Wth the exception of non-conpetitive pronotions to a
hi gher grade previously held, this tinme my be extended by nutua
agreement of the releasing official and selecting official, or a
common superi or

c. Candidates selected for reassignment or change to | ower grade
to another activity or agency will be released within 30 days unl ess
there is nutual agreenent between the two activities.

d. Overseas enployees are to be rel eased within 45 days.

15. Disclosure of Merit Staffing Program | nformation

a. Muximuminformation in connection with nerit staffing which
wi Il neither conprom se the evaluation process nor invade the privacy
of others and will be made available to enployees. Merit staffing
case files contain private information on all applicants. All
officials handling these files nust ensure the proper safeguardi ng of
such information to protect the privacy of each applicant.

b. While a staffing action is in progress, responses wll be
provided only to questions relating to staffing policy and/or
clarification of information in the announcenment (i.e., content of
announcenent, qualifications, etc.). No information will be provided
to applicants on matters such as individual rating/ranking, nunber of
candi dates, standing in relation to others, the crediting plan, etc.

c. Consistent with the provisions of the Privacy Act,
candi dates are entitled to certain information after a staffing
action is conpleted. It is suggested that the candidate neet with
the Human Resources Advi sor who handl ed the action. Any witten
comrents made for the record, either general in nature or concerning
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the individual in question, may be made available. Information which
candi dates are entitled to include:

(1) Whether or not they were found qualified.

(2) Whether or not they were in the group from which
sel ecti on was made.

(3) Who was sel ected.

(4) I'n what areas, if any, they can inprove to increase their
chances for future selection (if not certified for selection).

(5) The evaluation factors used, the points assigned for each
factor, and the procedures used in arriving at the final scores and
certification of the best qualified.

(6) Their own rating/scores on the evaluation factors. |If
summary sheets are shown to the candi date, other candi dates and pane
menbers nanmes nust be del et ed.

d. Crediting plans will not be released as their rel ease could
result in an unfair advantage for some applicants.

16. Enpl oyee Conpl ai nts.

a. Questions about the operation of the nmerit staffing program
or a specific pronmotion, should initially be addressed to the
appropriate Human Resources Advisor. Enpl oyee conplaints which
cannot be resolved at this | evel may be processed under the
adm ni strative grievance procedure, negotiated grievance procedure,
or discrimnation conplaint procedure, as appropriate. Failure to be
sel ected from anong a group of certified candidates is not a basis
for grievance.
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NAVAI RENGSTAI NST 12335. 1B

17. Records

a. HRO wi I | ensure that conplete records, sufficient to
reconstruct pronotion actions, are maintained. These records will be
retained for two years or until an OPM eval uation is perforned
(whi chever cones first). This is provided that the tine limt for
gri evances has el apsed or, if one is in process, 60 days after the
finalization of the grievance. Cases involving discrimnation
conpl ai nts nust be retained for two years after final disposition by
t he DoN
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